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) . lér T UNITED ST_ATES CIVIL SERVICE COMMISSION .
e - BULLETIN |
o | ' - Washington 25, D. C.
: ?ULLETIN NO. 273-8. | ' ‘Irﬁgugg o 1963
R SUBJECT: Expanding Commission Inspection Coverage to include the

Review of Agency Health Benefits Operations

Heads of Departments and Independent E stablishments:

Y
The Civil Service Commission has expanded its inspection coverage to in-
c¢lude a review of agency and installation health benefits operations . in
all general inspections conducted during the period February 18 - April 12,
1963, Review of the health benefits operations area during this period .
18 i1 the nature of a pilot study, after which the desirability and .
feasibility of continued inclusion of such coverage in inspection ‘surveys
will be determined.

The principal objective in reviewing agency operations under the Federal
employees health benefits program through the inspection survey process
{s to enable the Commission's Bureau of Retirement and Insurance to
provide agencies furthet assistance in improving their operations in this
area. The role of the inspector in reviewing this area during the pilot
' study will, therefore, be chiefly that of factfinding and reporting. ’
. To the extent possible, he will also provide on-site assistance to in-
stallations in operating the health benefits program. :

) There is attached for your information a check-list form which will
STAT " getve &s a gulde to our inspectors in making their inquiries. This is
. furnished you with the thought that it may be of help to you in your
self-evaluation program in this area and to indicate the specific aregs
of interest to Commission inspectors during this pilot study. - ) M
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Warren B. lLrons
Executive Director
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Attachment
INQUIRIES: Analysis and Development Division, Bureau of Inspections
- ' pudley 6-4957 _
: . "~ CODE: 273, lnspections, Surveys and Audits
DISTRIBUTION; Limited

) o BULLETIN EXPIRES July 1, 1963
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? 'U S. CIVIL SERVICE COMMISSION d

SUPPLEMENTARY REPORTING FORM - HEALTH BENEFITS

PART |

A. INSPECTING OFFICE B. DATE OF REPORT TO AGENCY:

C. TYPE OF INSPECTION [C] GENERAL [C] NATIONWIDE’

[} sPECIAL (SPECIFY) [T] PosT OFFICE

D. ESTABLISHMENT AND LOCATION E. DATES AT INSTALLATION
e F. INSPECTION PERIOD
. G. EMPLOYEES SERVICED BY PERSONNEL OFFICE H. PERSONNEL FOLDERS REVIEWED

I. EMPLOYEES INTERVIEWED
PART 11 FOLDER REVIEW Yes No

1. Is there a SF 2809 in the folder of each eligible employee including those who failed to
register? .. ... c oo ceseseettecrsnn cectsessersnene oo c et s es e e st e e e ———

2. Wereanyineligibleemployeesenrolled?.................................'........ P

3. Are obvious inconsistencies on SF 2809 and SF 2810 being reconciled? .. . . . ... i i s

5. For any enrollment or change after July 1960, is basis for action indicated either under
Remarks orin Part D of SF 28002 & . v vt o e v v et s sovesossasosoanosssssssasseserens a

6. Were enrollments or changes after July 1960 made within prescribed time limits?. . ... cvvovnveve e o

7. Is same carrier control number being maintained throughout all enrollment changes within

the SaMe Plan? . ¢ oo v vt v vt eossoosssansesasoscsnssanonssessosasansosores o

.8. Are effective dates for enrollments and changes correct? ¢ v o v v vt v e soveentsroaseerovese o
. 9. Are effective dates for cancellations and terminations correct? .. oo e o vv e v vssancasoene

10. Is effective date and i)ay adjustment being made retroactive when female employee belatedly makes
change in family enrollment Code?. . .o v vevev veveveoennaraensososoosnononoesssns — —

11. Are incoming and outgoing transfers being handled promptly and properly so as to provide
continuous enrollment for employee and timely notice to carriers? ... .. covovevavnnc vt os —m—_m ——— #

12. Are procedures for self-support determinations being followed and proper notations made

N SF 28002 « o o v v oo v veveeuaceosnssssasassesssstsssososnsssocacsesososss  —— ————

13. Have procedures been set up to insure that all SF 2809’s and transfer SF 2810°s are
submitted along with the SF 2806 for retiring employees and survivor annuitant CaSES?e s s s e oo n e ——— ——

PART Il INFORMATION AND ORIENTATION Yes No

1. Has establishment designated an Authorized Health Benefits Official? v oo vevvvonessarosacas

9. Does establishment have any on-going publicity on program? ......ceecoeserecrrorecrons —— ——
3. Are new employees provided with SF 2809-A?. . .« . cvveevvencoracr e
4. TIs cover page of SF 2809-A being completed for new employees by establishment?. . « « e e o s vevoee

5. Are new employees provided with brochures of the two Government-wide plans, and of all
comprehen'siveplansservinghisarea?.......................................... —

6. Does establishment have available, and supply ugon request, brochures for all employee
‘ organization plans open to employees of establishment? ....cceeeeessvennaranescesns

7. Is a new employee ensured a full opportunity to make a free choice among plans available to him? ... — o —

A 8. Does information and orientation program appear to be adequate? « .« . . . .. T T
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PART IV ’ PAYROLL OPERATIONS ’ \ Yes

1. Are SF2809's and SF 2810’s being transmitted promptly to carriers? . ... ev et tocven o s —

2. 1s effective date of enrollment or change being verified? ....... e
3. Is SF 2811 being reconciled with payroll records? ......... D —
4. Have there been any recent reconciliation problems with carriers? . ......cociviieercvovne —

5, Is four-day rule being applied? . . v oo v v i v vttt i i i s

No

AY
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6. Is SF 2812 being submitted with check no later than the same day the payroll checks
are dated? ........ che s ier e e e e et s et e

7. Are the number of enrollees covered as reported on SF 2812 for the last payroll paid

in June and December derived from Health Benefits Control Register? ............... e .

v

PARTY REMARKS
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